CHAPTER IV
Method of Approach
Every young aspirant to fame and fortune in the public
services should realize that precis-writing involves intensive brain
work. There is no easy short-cut to summarising a passage. To
tear the heart of a passage presupposes intense concentration
of mind ; and every precis-writer must be prepared for close
attention and hard-thinking. Any prescribed rules can at best
be a rough guide.
All persons think at different rates, and some minds can
cover in one step the ground which others take two or more steps
Jo cover. But the stages indicated below are those which a
beginner should always follow, and by which even a trained
precis-writer will proceed at least sub-consciously.
1.    Read the passage or correspondence through carefully,
but not too slowly, to understand the general meaning.
2.    If one or two readings are not enough to make you grasp
the meaning, do not hesitate to read through over and over again
until something definite dawns on your mind.
3.    It is possible that in the course of your second reading,
you are to determine what are the main   ideas.   Underline them
or otherwise mark them out.   In the course of your third reading,
you may as well cross out those portions of the narrative which
strike you to be clearly unessential.
4.    Sum uptheimatter in a short, but comprehensive title..
Candidates for several departmental examinations are often asked
to suggest suitable titles, and, in any case, the thought required to
determine the title helps towards writing the precis. The title can
also serve as a criterion by which to judge the perspective of the
precis, and the relevance to the centra] theme of all the ideas that: